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KTS Attendance Report

Tool rights for the KTS Attendance
Report must be granted at the Technical School Attendance Report
d | Strl Ct I eve I Flease choose a small date range. Please do not click Generate Report more than once.
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http://education.ky.gov/districts/tech/sis/Documents/KSIS-KTS_AttendanceReport.pdf

KTS Attendance Report

The home high school will use the Technical School Attendance section of this report to manually enter technical
school student attendance information into their district database.

Once the home high school enters attendance, both the technical school and the home high school will be able to
view results under both Home High School Attendance and Technical School Attendance sections.

wote t?}g |?]eriod schedule for each school is listed under each section to assist with accurate data entry at the
ome hig

school.

Home School Attendance
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Tachnical School Attendance
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Methods of Attendance Entry &
Modification

» Teacher Entry through Period Attendance

> Not a valid method at home high school with KTS Project

» Classroom Monitor
» Daily Attendance Screen

- Typically used to modify attendance data that has already been entered

» Attendance Wizard

- Recommend using ad-hoc query to filter technical school students

» Attendance Tab
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Classroom Monitor

» Navigate to Index > Attendance > Classroom Monitor

» The Classroom Monitor is used to verify teachers are taking attendance every(joeriod. Classes
displayed in ?reen show attendance was recorded; classes in pink show attendance was not
recorded. All teachers, even those with 100% perfect attendance, should click Save for every
class they teach.

» Because of the nature of the KTS Data Exchange project, technical school courses will never
change from pink to green unless manually modified by the attendance clerk.

»  The Office of Administration and Support at KDE is aware and has communicated this to
attendance auditors.

Classroom Monitor

This teol monitors classroom attendance.

= =
Date: [05/11/2015 | 7= Incomplete Teacher Atiendance || Primary Teachers Only  Last Refreshed: 11:45:08 AM
Dept

Teacher Contact 1 2 3 4 5 6 7 8

_ B2 (12) 4004 4 () 1701414 (1)
Health Science =) 170141-2 (167} 170168-1 (18/19) 1705014 (15) 1708014 Ty 1705911 (—42)

170601-1 [~/4) 170601-1 [~44)
4703011 (H6) 4703174 (~/6) 4703064 (M) rpone q (00 4703061 (1)

Industrial Maintenance Technology B 470325-1 (186} 4703021 (--16) 470334-2(~2) 4703481 (~16) 470334-1 (~i11)
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DBOTS1-1 134 gpganz (zz) OTOTASS(1M) 060155-2 [—/8) DBOTE1-1 ()
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‘Automative Teshnology =] 4705131 (16117) 4706141 (16/17) 470510 4 (13116) 4706211 (_/12) 470522 1 (_12) 4705221 [_{12)
. * Construction Carpentry = 4602241 (21/21) 4602171 (21721) 4003011 L) doatot by 4602421 (-12)

0601126 (111) 0601126 (1/1)

Business Management 5 0604112 (2/2) 0604111 (21/22) 0601225 (111)  060112-5 [25/27) 0604224 [—/qp) 1801073 (-13) 0601073 (/%)
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Propicient & PRepARED FoR
sSUCCES S

Tanya Fluk



Daily Attendance

» The Daily Attendance Screen:

- Attendance > Daily Attendance

- Provides one place to view all students marked —
absent dally. g o & period in the grid below

> The date can be changed showing students
marked absent on another day.

o Attendance clerks can edit a student’s

attendance from this screen. o

» Click blue Details link in front each student’s Dsin ~ .
name to view the Person Summary Report. o ——
Click the student’s name to view Daily T ——
Attendance. TR
Click Attendance Code to edit the student’s S — e :
attendance.

The Summary Report and Caller Report provide
information for all students for the entire day.




Technical School Student
Ad-Hoc Query

» This ad-hoc query will assist attendance clerks with using the Attendance
Wizard for attendance data entry for technical school students.

Ad Hoc Filter Designer

: This wizard wil walk you through the creation of a new fitter. Fiters can
* Ad Hoc Reparting

be created using the Query wizard, selection editor or a pass-through SQL QL

Filter Designer Saved Fitter

(1 SSID clean up

Create Hew
student Sth grade cohort
i curriculum Accounting Filter Ty Data Ty

Letter DESIQI—IEF 3, student enrolRC e e

% student Grad @ Query Wizard @ Student
i student kde

Letter Builder 5] et s 5 wheit 4 ' setection Edtor O census/siait
B, studentss mulirs ) Pass-through SOL Query ) course/Section
£2l, student Technical School Students Create

DEITEI ExpDI‘t €7 KTS Data Exchange

T State Published

Batch Clueue
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Technical School Student
Ad-Hoc Query

3. Select this field:
Learner > Schedule > Course/Section > courseNumber
4. Click Next

1. Name your query

2. Select these fields:
Demographics > /astName
Demographics > firstName

“Query Name:  Technical School Students “Query Name:  Technical School Students.
Short Description: Short Description:
Long Description Ly T
Select categories & fields Select categories & fields
Fiter By Fiter By
Al Fiekds Selected Fields. Al Fields Selected Fields
o Student = student lastilame extReason B stugent lastiiame B
- % Demographics F istudent firsthame --KTSDBName jptudent firstName
personiD lcourseSection.courseNiumber 5 €3 Course/Section (courseSection.courseNumber
statelD g ~coursell
~atherD calendariD
~additionalD triaiD
studenthlumber ~-courseNumber
personGUD courselame
identitylD stateCode B
effectiveDate ~-description
lastName descriptionHoHTHL
firsthiame active
- -middleName —iype
~suffix programType
--alias teachingMethod
gender ~-homeroom
birthdate homeroomSection
raceEthnicity - transcript
hispanicEthnicty requestable
raceEthnictyFed required
raceEthnictyDetermination --attendance
- birthCeuntry unitAttendance
- -Dlr‘"Tﬂe“D i expectedHours il
--enroliment -.distanceCode. =
unction Edit Function Add Function Edit Function

Save To:

(@ User Account
Folder: /

© user Groups

SaveTo: (@ User Account
Folder: {

() User Groups

Proricienr & Parpanep Fon
sSUCCES S

<Back

L



Technical School Student
Ad-Hoc Query

“Query Name:  Technical School Students

Short Description:
Long Description
» For the field: Filter the data
Learner > Schedule > ID “Fieid Operator Value
Course/Section > courseNumber ® 1 swudentlastiame - -
Select “STARTS WITH” for the Operator X 2 studentrrstiams i -
* Enter the correct Tech ID number in the Value ® 3 courssSection.courssliumber v  STARTSWITH v ENTER TECH DD NUMBER HERE

field ad
o To locate the proper Tech ID click here.
« Click Save or Save & Test
* You can also save the query in the KTS Data

H

Logical Expression (Optional):

Exchange User Group to allow others to use the AT (ETESeTn BT 167 5 7 EE T | TBaTT gl
Allowed symbols: AND OR NOT ( ) Ds
query. Example Syntax: (1 AND (2 OR 3) AND 4 AND (NOT 5 OR 6})

SaveTo: (@) User Account
Folder. / -

) User Groups
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http://education.ky.gov/districts/tech/sis/Documents/TechnicalSchools IDs.pdf
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Attendance Wizard

Attendance > Attendance Wizard
Attendance Wizard is used to:
« Mark all 15t period Unknown attendance as Unexcused
absences.
> This will capture any accidental teacher marked 15t
period tardies.
« Process attendance for multiple students such as late
bus and field trip.
« Process attendance that is based on a date range.

Pro: Quickest way to validate attendance.
Con: Easy to overwrite existing attendance (*be careful*) —

PrROFICIENT & P
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Attendance Wizard Layout

Attendance Date® E e
(®) Batch & Edit ) Batch (2 lists)
1. Student Information This section allows the user to s=arch for group of students Total 0
or an individual fo enter or edit records.
Index Search Help Last Name L ]
First Name
Grade hd
T Attendance A SSNIPIN L HH ]
Student #
Attendance Letters Ad Hos Filter v
2. Attendance Information This section allows the user to search for group of students
or an individual based on known or unknown records for the identified dafe.
Attendance Messenger Mode (® checkinfout Time ) Periods
Time
Attendance Messenger Schedule O — T
= Status/Excuse v M
Attendance Wizard Aftendance Code -] CTRLlck or SHIFT-cliek fo selest multple
Double click & student to view/edit detail data
. Search = Keep the selected students
Classroom Monitor

| Rmemove selectea || selectan |

| Remove Unselected” Reset |

Da”y Attendance 3. Input Attendance Information and Click Save 11:56:52 AM

" REE‘D I-ts This section aliows the user to input affendance information for selected sfudents in batch or for an individual student.

Saving Mode (® Check In/Out ) Batch Check In/Out (Muitiple Days) () Whols Day

Check Out Check In Attendance Code*
| | \ [ ]

Show Peried Schedule
Click Check Out or Check In fo set it as current fime. Type 1100 for 11:00 AM.

Comments |

Records Option ) pg NOT ovenwrite existing records
O Owerwrite existing records
Fill Down {Available when either check in only or check out only)




Attendance Wizard Layout

» The Attendance Wizard has 3 sections:
1.

Student Information

This is where you can search for the students you are
processing attendance for by entering Last Name, First Name,
Grade, SSN, or Student Number; or by using an Ad Hoc Filter
you have previously created.

Enter student criteria and click Search to see all students
matching the criteria, (OR)

Select an Ad Hoc Filter and click Search.

« This is where you can use the Technical School Student Ad-Hoc
Query you just created.

You can search for part or all of a student’s name.
You can use a combination of fields (i.e. Last Name and Grade)

Y CHy,,
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Attendance Wizard Layout

2. Attendance Information

In this section, you will search for the students you need to
process attendance for based on existing attendance
records.

The most common example of this is turning all 15t period
Unknown attendance into Unexcused Absences.

After searching for students, using either Student
Information or Attendance Information, all students
matching the criteria display in the Search Results section
to the right.

Py T & P
sssssss

Tanya Fluk‘;



Attendance Wizard Layout

3. Input Attendance Information and Click

Save.

3. Input Attendance Information and Click Save 12:08:58 FM
This section allows the user to input atfendance information for selecfed sfudents in batch or for an individual student.

3. Input Attendance Information and Click Save

12:09:57 PM
This section aliows the user fo input affendance information for selected students in balch or for an individus! student.

Saving Mode () Check In/Out () Batch Check In/Out (Muliple Days) (%) Whole Day saving Mode (®) Gneck Iniout () Baich Ghesk In/Out (Multiple Days) () Whole Day

Start Date End Date Attendance Code” Check Out Check In Aftendance Code*

05112015 8] [05172015 ] ] [UX: UNEXCUSED EVENT v ] 5:30 &M |

. — Status: A Excuse: U Siafe Code: U

®! Add Attend | Delete Attendance

+  Create attendance records for all periods.

[Ux: UNEXCUSED EVENT w|

Show Period S e Stafus: A Excuse: U Stafe Code: U

Click Check Out or Check In fo set it as current fime. Type 1100 for 11.00 AM.
Comments | Sick
Comments
. Records Option
Records Option Do NOT cwverwrite existing records
! Owerwrite existing records

Do NOT overwrite existing records
Owverwrite exisfing records

\._! Set absence for all perieds after 9:30 AM

Save

Fill Downi/Up (Available when either check in only or check out only)

Tanya Fluke
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Changing Unknowns into Unexcused
Absences

» If a student is not present when first period begins, the teacher
is to mark the student absent. Even if the student shows up late
with a tardy slip, the teacher is to mark the student absent. The
Attendance Clerk will go in and modify tardy attendance later to
be accurate.

» The Attendance Clerk will use the Attendance Wizard to turn all
1st period Unknown attendance into Unexcused Absences. This

process is known as “validating/reconciling” attendance.

» For the case of Technical School Attendance, the attendance
clerk will want to use the KTS Attendance Report and the
Technical School Student Ad-Hoc Query to enter 15t period
attendance through the Attendance Wizard.

1ciEnT &
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Processing Technical School Attendance
using the Attendance Wizard

» For the case of Technical School Attendance, the attendance
clerk will want to use the KTS Attendance Report in
conjunction with the Technical School Student Ad-Hoc Query
to manually enter 15t period attendance through the
Attendance Wizard.

» This will be the quickest method of entry for Technical School

Attendance.

P &P
sssssss




Student Attendance Tab

» The student’s attendance tab contains all information pertaining to a
student’s attendance.

» Search for student and navigate to Student Information > General >
Attendance tab.

=R =]
I ,’Y‘/’; New Eﬂ Period Detai 5“.5 Daily Detail ,"} Attendance F':‘cl
Year [14-15 v|  scnool [Boone County Area Technology Center v
- KY Daily Anencance
Index SRl =D Island, Gilligan Enrofimont Prosent Days Absent O Targes Unoxcused
Mickes 1 Grade: 11 DOB: 07/15/2000 Gender: M Start Date: 082012013 118.50 21.60 8 8
ickey Mouse - —
Waiver Records Transfer Gifted & Talented FRYS! Ehct Dol £ Days: 171 Days: 171.00
 Student Information | EMO FTE |
Summary Enroliments Schedule Aftendance
General 900
+ Counseling Person Summary Report Person Summary Report w/ Pic
Academic Planning
* Program Participation m EmETs
» Health Etrm, |
Gende Race Ethnicity S R~ Y o WP N 2 AP B na s B

3 The student’s Attendance tab contains these options:
> New: Creates a new attendance event.

Period Detail: Generates student attendance report with period detail.
- Daily Detail: Generates student daily attendance detail report.

- Attendance Profile: Generates a report of the student’s accumulated attendance foym,
the full year. “
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Support

» Campus Community
» KTS Data Exchange webpage
» Ktssupport@education.ky.gov
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http://www.infinitecampus.com/services/campus-community
http://education.ky.gov/districts/tech/sis/Pages/KSIS-KTS-Data-Exchange.aspx
mailto:ktssupport@education.ky.gov?subject=Attendance Question

